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Session 10

Managing Your Data
Production System
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Getting Started

System management is one of the most
important functions of the Financial Aid
Office.  Good system management will
provide the infrastructure to run your office
more efficiently and provide better service
to your students.
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Getting Started

n Evaluate Current Processes
n Determine Platform and Software
n Develop Implementation Plan
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Evaluate Current
Processes

n How do you do business now?
n Who performs the different functions?
n What do you currently do best?
n What areas do you need to improve?
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Determine Platform
and Software

n Obtain support from your administration
n What kind of hardware will you purchase?
n What kind of software will you use?
n Develop an implementation plan



Session 10- 7

Develop an
Implementation Plan

n Prioritize functions to be implemented
n How will the function be performed after

implementation?
n Who will perform the function?
n What is the priority deadline to implement?
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Data Management

n System Design
n Procedures Documentation
n Production Schedule
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System Design

n Where is the data being stored?
C:\iam\data
C:\ede\9798
C:\ede\9899

n Where is the data being moved to and
from?

C:\datatemp
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System Design (Con’t)

n How will the different systems interface
with each other?

n Importing and Exporting of Data
n Report Features
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Procedures
Documentation

n Begin by taking notes on how a process
works.

n Compile notes and create a Processing
Manual for the Office.

n Use basic notes to create a Training Guide
for new employees.
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Production Schedule

n What jobs will be run and when?
n Who will be responsible to run jobs?
n Who will act as backup?



Weekly Production Schedule 
MON TUES WED THUR FRI
EDE DOWNLOAD
BANNER CORRECT
LOAN APPS

PACKAGING
AWARD LTR’s
MIL’s
EFT LOANS
DISBURSE

EDE DOWNLOAD
BANNER CORRECT
LOAN APPS

PACKAGING
AWARD LTR’s
MIL’s

EDE CORRECT/APP
LOAN APPS

MONTHLY
MONTHLY

PELL GRANT
HOPE GRANT
SSCR
EXIT COUNSELING
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Data Management
Software Tools

n EDExpress Batch Activity Log
n EDConnect Activity Log
n EDConnect Mailbox Query
n Title IV WAN On-Line Query
n Third Party Data Management Tools
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Database Management
Processes

n Database Maintenance
n Virus Checks
n Data Backups
n Data Archival
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Eight Simple Steps to
be Successful with
EDE

n Step 1:  Enter Data and Mark “Ready to
Transmit”

n Step 2:  Export (Batch) the data
n Step 3:  Place “Send” Data in TQ
n Step 4:  Transmit (Now or Later)

Wait 36 to 72 Hours
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Eight Simple Steps to
be Successful with
EDE (Con’t)

n Step 5:  Place a “Receive Request” in TQ
n Step 6:  Transmit (Now or Later)
n Step 7:  Import Data
n Step 8:  Print or View ISIRs, Lists,

Comments etc.
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Trouble Shooting

n Check entered data
n Check export activity log
n Check EDConnect activity log for

transmission of batch
n Use Online Query to check TIVWAN

Network Traffic for receipt of batch
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Trouble Shooting
(Con’t)

n Use Online Query to check CPS Process
Control for receipt of batch

n Use Online Query to check TIVWAN
Network Traffic for receipt of batch

n Use Mailbox Query to see if file is available
for download
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Questions?


